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3 Ducks Daycare Handbook

3duckdaycare@sbcglobal.net
2485 Glen Haig Way, San Jose, CA. 95148

(408) 528 -1016
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Requirement for enrollment
When you enroll your child there will be some necessary paperwork to be filled out.  Examples of these are: medical forms, child information forms, field trip permission forms, etc.  We will make all this paperwork available to you and help you with any questions.  All paperwork should be completed promptly and returned to us.  We will also hand out a copy of this handbook upon request or you may print this page on your computer.  After you have had a chance to read through these materials we will meet with you to discuss any questions or concerns you may have.  We will then ask you to sign a written agreement as to fees, the child's hours, etc.

Before you leave your child the first day, it is wise to make a visit with the child during the regular daycare hours.  Mornings are best, since the children sleep in the afternoons.  This way your child gets to see what happens in daycare and gives him/her a chance to meet us and the other children.  Even if your child is just an infant it is a good idea to visit because you get to see how we interact with the children.  This visit is a good time to bring any items you wish to leave here (e.g., diapers, extra clothing, etc.).   We are required to have a complete change of clothes for each child.  If you do not leave a diaper bag each day you will need to leave a change of clothes with us.  If you or your child is very uneasy about day care, at least two visits are recommended: the first during our off hours when your child will not be overwhelmed by the other children and the noise, and will have all the toys available to him/her.  During this time we will be able to give your child undivided attention.  The second visit could be during regular daycare hours.  We can also give you some ideas on what you can do to make the transition as easy as possible for you and for your child. 
Fees and policies in this handbook are subject to change.  We will give you a two-week notice of any changes in our fees or policies whenever possible. 
Hours:

We are licensed to operate from 7:00 am to 6:30 pm, Monday through Friday.

Payment Procedure:
Day care fees are charged monthly or weekly basis. The total monthly or weekly payment should be made in advance, at the beginning of the week.

On each payment you made we ill give you a receipt.

We will give you a two-week notice of any changes in our fees or policies whenever possible.
At the end of each calendar year we will give you an itemized receipt, showing each payment you made throughout the year. You should check our figures against your records. 
  
  
Meals and Snacks:

We serve a morning snack, lunch and an afternoon snack each day as part of our program. Lunch consists of a meat, bread product, vegetable, non-vegetable, fruit juices, and milk. Sweets may be included occasionally.

If your child has an allergy to a specific food, please let us know and we will try to make an appropriate substitution.  If a child has so many allergies that he can not eat from the menu, we may require the parents to provide his lunch and/or snacks. 

Outdoor Play:

Please dress your child appropriately for the current weather, and in play clothes (with shoes that adequately protect the feet and are not slick-soled -- tennis shoes are a good choice).  When the weather cooperates, we will spend time outdoors, ranging from a walk when it is fairly cool to more time spent outside as the weather warms up.  According to state law, children are supposed to go out a little each day except for really inclement weather.

Indoor Play

We do file folder games, themes, shapes, circle time, matching mats and blocks -- cut and laminate, daily art project, music, and dance.

Naps
All children under the age of five are required by state law to have a rest time (and we haven't met one yet who doesn't need it!).  We will provide a safe, quiet place for your child to rest. Children, two and older, will sleep in the main room either on a mat or in a sleeping bag on the floor. Children under the age of two always sleep in a crib or playpen.  Children who wake up before the rest will be guided in finding a quiet time activity, to engage in, that will not disturb any sleeping children. 
  
If at any time your child is not sleeping at night, or doesn't seem ready to go to bed and you feel it is because he sleeps too long here, don't hesitate to mention it to us and we can try waking him/her up a little earlier than he/she is used to getting up.

Toilet training
 If your child is not potty trained, we will potty train him/her.  We also ask that during toilet learning, the child be dressed in "user-friendly" clothing as much as possible.  The best items are shorts and pants with elastic waists, or dresses for girls. Try to avoid really tight clothing, pants with snaps and zippers, and overalls as often as you can.  Your child will want to help pull pants, etc. up and down, plus clothing with too many "gadgets" makes it harder to get the child on the potty in time. Parents will be required to provide pull-ups during the potty training process.
Time-Out 
Time-Out is the removal of a child for a short period of time (3 to 5 minutes) from a situation in which the child is misbehaving and has not responded to other discipline techniques.  The Time-Out space, usually a chair, is located away from activity, but within the provider’s sight.  During Time-Out, the child has a chance to think about the misbehavior which led to his/her removal from the group.  After a brief interval of no more than 5 minutes, the teacher discusses the incident and appropriate behavior with the child.  When the child returns to the group, the incident is over and the child is treated with the same affection and respect shown the other children. 

Illness 
We ask that you provide the name of a back-up person we can call if there is an emergency or if your child is sick.  If we have an emergency, we will let you know as quickly as possible so that you can make other arrangements for your child.  We will not care for a child who is feverish.  If your child has thrown up or had diarrhea within the last 24 hours please keep him/her home.  

Illnesses are defined as: 
    Fever. 
    Conjunctivitis (pink eye) or "cold in the eye". 
    Flu. 
    Unusual rash. 
    Severe cough. 
.   Vomitting
    Yellowish skin or eyes. 
    Severe cold. 
    Diarrhea. 
    Head lice. 
    Contagious illness. 
    Illness of any sort, which results in child being too ill to participate in daily activities. 
 
Medication 
  
If your child is on medication and it needs to be administered while he/she is at daycare, the medicine must be in the original container and labeled with the child's name, doctor's name, name of medication, dosage, and when to be taken.  We will also have a form for you to sign giving us permission to give the medication to your child.  Medication will be administered at the time or with the meal you specify and a written record kept.
Injuries and other Emergencies 
  
Minor cuts and abrasions sustained at the day care will receive proper care -- specifically, they will be washed with soap and warm water and properly bandaged. Treatment will be logged and we will tell you how and when the injury occurred.  We are also required to log any injuries we observe on your child which have occurred outside of our care. 
If a medical emergency arises, we will try to contact a parent first, unless doing so endangers the child's life.  In that case we will take necessary steps, putting the child first (calling hospital, doctor, poison control, etc.).  If need be, we will take your child to the nearest hospital or the doctor first, then try to call you when we arrive.  If a parent is unable to be reached, we will keep trying until he or she is available.

Days Off 
  
We are not open on Thanksgiving Day and Christmas Day.  Other holidays will be determined on a case by case basis, depending on the need by parents who have to work on those holidays. 
Termination of Care  
If for some reason you decide to stop bringing your child to our daycare, we require a two-week written notice. This will give us time to find a child to fill your child's spot.  .  If we can no longer watch your child for one reason or another, we will give you at least a two-week notice, but would try to give you four weeks.  We understand that it is not easy to find daycare. 
  
Examples of why we would terminate your child's care include (but may not be limited to): 
    Failure to complete required forms. 
    Failure of parent to pay tuition. 
    Lack of parental cooperation. 
    Failure of child to adjust to the center after a reasonable amount of time. 
    Our inability to meet the child's needs.

 Releasing Your Child 
  
Our normal procedure is to release the child only to his or her parents or someone else the parents designate.  If someone other than the parent is to pick the child up, please notify us ahead of time.  A verbal notice is fine on that day if this person is on the emergency contact list.  If the person is not on that list, we must have written permission to release your child. 
  

Infants and Toddlers 
  
Infants and toddlers will not necessarily follow the same schedule as the preschoolers.  They are not capable of sitting still for circle time, may need a morning nap, etc.  Infants are always fed on demand and toddlers usually eat meals and snacks with the older children.  This is one reason our daily schedule is not "set in stone.". While the older children engage in free play or nap we try to take some time to play with the infants and toddlers (especially infants -- toddlers often play alongside the older children).  Feeding time and diaper changing time are good times for interaction with infants and toddlers.  Of course, children develop differently, and whenever these "wee ones" wish to join in with the older children (unless it is not a safe activity for them), they will be allowed

 A daily schedule will be posted on the Daycare clip board or bulletin board.

 Discipline 
  

We try to stress two main patterns of behavior: respect for other people, and respect for property.  As a result we don't allow children to hit or shove other children or verbally abuse them.  We also stress that they treat material possessions (ours or theirs) with respect.  There is a difference between playing hard, and using a toy for a purpose for which it was not intended.  For example, books are for looking at, not tearing pages out of, and toy brooms are for sweeping, not for bashing the kitchen set with.
  
Communication
In order to help us provide the best possible care for your child, please feel free to communicate any needs, wants, and concerns regarding your child. It is only through parent/provider interaction that a goal of quality, nurturing care can be achieved.  
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